Curriculum Vitae

NAME:


Claire Marie Glynn
D.O.B:


27th January 1983
LOCATION:


Leeds, England
COLLEGE:


Thomas Danby College





NVQ Manicure/Pedicure





NVQ Wax Depilation

SCHOOL:


Priesthorpe High School





GCSE’s





English Lang/Lit

Mathematics







Spanish


Business Studies






Food Technology

Science







GNVQ





Health & Social Care


COMPUTER SKILLS:
Proficient in MS Excel, MS Word, Lotus Notes, Internet Email. Knowledge of SAGE Line 50, MS Outlook
COURSES:
Intermediate Word, Intermediate Excel, Business Grammar, Reception Skills, Handling Difficult and Demanding Customers, First Aid (Aug 2005), Customer Service Skills

OTHER INFO:
Full Clean Driving License

EMPLOYMENT

June 07 – Date
Zenith Vehicle Contracts


SENIOR CONTRACT ADMINISTRATOR

· Overseeing the day to day running of the contract administration department

· Issuing Schedules and Loan Agreements to drivers for new vehicles

· Chasing MOT’s

· Ensuring vehicles are taxed on time before the end of each month

· Issuing Parking Permit Authorisations, Over sea’s Travel Documents and Congestion charge letters

· Arranging Cherished Number Plate’s with the DVLA ensuring that the plate is on the vehicle before it is delivered to the customer

· Inputting V5 Registration documents

· Second in command to the Team Manager

· Answering calls for Directors in the absence of the PA

· Extensive Excel work

 







Cont/….
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May 06 – June 07
Zenith Vehicle Contracts


FLEET SUPPORT ADMINISTRATOR

· Booking hire cars for drivers

· Speaking to car rental company to arrange hire cars/vans/mini buses

· Speaking to drivers to arrange extensions and collections on hire vehicles

· Arranging movements of company vehicles around the country

· Arranging for cars to go into and come out of storage

· Producing a storage spreadsheet at the end of each month

Dec 04 – May 06
Reed Accountancy


BRANCH ADMINISTRATOR

· Typing of CV’s for Candidates Registered with Reed

· Sending out various letters to clients and candidates

· Sending out timesheets to candidates on a weekly basis

· Chasing outstanding timesheets from candidates on a weekly basis

· Resolving payroll queries from candidates

· Working for a different branch of Reed one morning per week doing ad-hoc administration

· Looking after branch petty cash

· Processing holidays for branch staff and candidates

· Meeting and greeting clients and candidates

· Answering telephone calls

· Logging calls with IT Department and Property Department regarding office issues with PC’s of the general office

· I am the appointed key holder and first aider at Reed Accountancy

Apr 03 – Dec 04


Consort Homes (Northern) Ltd





ACCOUNTS ADMINISTRATOR

· Matching, Batching and coding of supplier invoices

· Processing CIS tax vouchers

· Sending out subcontractor payments

· Typing letters for other departments

· Typing meeting minutes for directors and managers

· Covering reception when required i.e. lunch times, sickness, holidays

· Sending out payslips to office and site staff

· Helping out with daily post duties

· Meeting and greeting visitors

· Helping other departments as and when needed

· Technical filing

· Setting up filing systems in the Technical department
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Jan 00 – Apr 03


French Life Holidays

ADMINISTRATION ASSISTANT/CUSTOMER SERVICE

· Started out in the Ticketing Department 

· Sending out brochures

· Assembling ticket packs fir clients

· Sending out ticket packs

· Sending out mailers

· Running the department when the supervisor was absent

· Moved into the Customer Service Department

· Replying to customer complaints after they had been on holidays

· Resolving queries by letter, telephone and email

Jun 98 – Dec 99

Precision Vehicle Services

RECEPTIONist/ADMINISTRATION Assistant

· Meeting and greeting customers

· Handling garage diary

· Putting together invoices using SAGE

· Inputting invoices

· Allocating monies using SAGE

· Typing letters and estimates for customers

· Handling monies

References Available on Request.

